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Today’s objectives

• By the end of today’s session you will be able to:

1. Develop & implement prioritization strategyp p p gy

2. Explain the key components of a marketing 
strategy

3. Develop an effective pricing strategy & create a 
price point for the album project

Prioritization strategies
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“Failure to plan on your part 
does not constitute andoes not constitute an 

emergency on my part.”

- Sign on office door
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Time management issues g
are never valid excuses!

What is ‘prioritization’?

• Making the most of your time by putting first• Making the most of your time by putting first 
things first.

– Stephen Covey, The 7 Habits of Highly Effective People 
& Principle-Centered Leadership

Eisenhower’s 
importance/urgency matrix

Importance (impact)

Urgency
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Eisenhower’s 
importance/urgency matrix

How do YOU

prioritize your work & life?

Eisenhower’s 
importance/urgency matrix

? ?

Importance (impact)

? ?
Urgency

Individual prioritization exercise

• Divide a sheet of paper in 4 quadrants.

• Think about your current ‘to do’ list.

• Where do you place the activities that you engage 
in daily, right now?

• Be honest about your current priorities.

• Write the activity in the appropriate quadrant.
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Eisenhower’s 
importance/urgency matrix

Important,
Not urgent

Urgent,
Important

Importance (impact)High

Not important,
Not urgent

Urgent,
Not important

Urgency

High

Low

Low

Debrief

• Compare your lists.

• Which of the items on your current ‘to do’ list are 
important?p

• What are urgent?

• Which are both important and urgent?

• Did you agree on any of these?  Disagree?

Time to optimize!

• What kind of activities typically fall into each of yp y
these quadrants?
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Eisenhower’s matrix redux

Planning, preparation, 
prevention, values 

clarification, relationship 
building, true recreation, 

empowerment

Crises, pressing problems, 
deadline-driven projects, 
meetings & preparations

empowerment

Trivia, busywork, some phone 
calls, time wasters, “escape” 
activities, irrelevant mail & e-

mail, excessive TV

Interruptions, some phone 
calls, some e-mail, some 

reports, some meetings, many 
proximate or pressing matters, 

many popular activities

Prioritize

• Where should you focus most of your time and 
energ ?energy?

• In which quadrant will your focus be likely to 
make you most effective?

Eisenhower’s matrix

1 2

4 3
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“That which appears urgent 
is seldom important; 

that which is truly important 
is rarely urgent.”

Importance vs. urgency

• Truly urgent & important matters need to be dealt 
with quickly.

• For best long-term results focus time & energy onFor best long term results, focus time & energy on 
areas with the most impact (importance).

– What activity gives you the most ‘bang for your buck’?

• If you deal with the important stuff first, urgencies 
will be minimal.

Team/group prioritization

• Which of this term project’s deliverables and 
milestones are important?

• What are urgent?

• Which are both important and urgent?
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The 5-step prioritization process

• There is a simple, 5-step process to help you 
prioritize.

5 simple steps

1. List all your activities, issues & tasks.

Course deliverables– Course deliverables
– Assignments
– Blogging (self-promotion)
– Relationship-building & maintenance
– Etc.

5 simple steps

2. Rank their importance.

Forget deadlines! (for this exercise only )– Forget deadlines! (for this exercise only.) 

– Imagine you have all the time in the world.

– Now number all of these in order of their importance.

– Consider their impact.  Which have greatest, long-term 
consequences?

• Consider: career implications, business relationships, etc.
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5 simple steps

3. Rank their urgency. 

Back to reality:– Back to reality:

– What is the real, absolute deadline or latest 
possible start date for each task or deliverable?

5 simple steps

4. Plot them on the grid.

– Place all items on the two-dimensional grid according 
to urgency vs. impact.

5 simple steps

5. Separate them into categories by priority.

Draw dividing lines– Draw dividing lines.

– Discern priorities based on available time or capacity:

• Quick fix
• NOW!
• Drop it
• Schedule time
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Where to focus

NOW!
Assuming you are the only 
one capable – JUST DO IT.

Schedule time
Never let these items become 

urgent.

High

Quick fix
•If small, get it over with –

quickly.
•If big, drop or postpone

Drop it
If it’s not fun, don’t do it... 

Period.

Low High

Low

Discipline

• Prioritization requires discipline.

Wi h i i i diffi l di i i h h l• Without it, it is difficult to distinguish the truly 
important from the merely urgent.

• Too many things call out for our attention... 
including (especially!) less productive activities.

The marshmallow experiment
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The marshmallow experiment

• Famous Stanford psychology experiment by Dr. 
Walter Mischel (1972)

• Children were told to wait in a room for 15-20 
minutes without devouring a marshmallow.

• They could have two if they waited successfully.

• What do you think the results were?

– See Goleman’s Primal Leadership

Self-discipline vs. instant 
gratification

• 1/3 of the 600 tested successfully deferred 
gratificationgratification.

• Those who exercised self-discipline were more 
successful later in life by a number of measures.


